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Address: shahchilate flat 
no 310 near max bachat 
thandi sarak Hyderabad 


duamemon619@gmail.com 


03103208611 


SKILLS SUMMARY 


Project Management 


MS Office 


Billing and record keeping 


Inventory and supply 
management 


Communication Skills 


Typing Speed 45 WPM 


LANGUAGE 


English 


Urdu 


DUA MEMON 


PERSONAL PROFILE 
Father’s Name Aftab Ahmed 


Date of Birth 23-07-2000 

CNIC No. 41302-9675497-2 
Nationality Pakistani 
Religion Islam 

Marital Status Un Married 
Passport Num BH7994971 


SUMMARY 


Administrative assistant with more than 4 years of 
experience in administrative positions. Strong multi- 
tasker who thrives under pressure. Quick learner adept at 
all things computers, especially the Microsoft Office Suite 
and database programs. Excellent communicator with 
experience writing and proofreading a variety of 
document types, including emails. Team player who is 
willing to assist others to ensure that the work is 
completed not just on time but also at the highest quality 
possible. 


WORK EXPERIENCE 


Administrative Assistant/Secretory 
IVCU LUH Hyderabad | July 2018 - 2022 


e Developed a filing system for both hard copy and 
digital documents. 

e Speak with clients on the phone, answer questions, 
and direct them to the appropriate staff member. 

e Drafted letters, emails, and other forms of 
communication for managers and executive staff 
members. 

e Schedule and coordinate meetings, appointments, 
and arrangements for supervisors and managers 


EDUCATIONAL HISTORY 


e Matriculation passed from B.I.S.E Hyderabad in 
the year 2016. 

e Intermediate passed from B.I.S.E Hyderabad in 
the year 2018. 

e B.com passed from University of Sindh in the 
year 2022. 

e Computer operator certificate course passed 
from T.T.B Karachi. 


